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' ACADEMIC FREEDOV

\Academlc freedom is an 1ﬁtegra1\part of the life of Hollins.
The Board of Trustees has formally endorsed the statement of
prlnclples set forth by the American Association of University
Professors in 1940, and the President has stated that Hollins'
policy is in full accord with this statement. It reads as follows;

a. The teacher is entitled to full freedom in research
and in the publication of results, subject to the
-adequate performance of his other academic duties;
‘but research for pécuniary return should be based
upon an understanding-with thé authorities of the
institution. L )

b. The teacher is entitled to freedom in the classroom
in discussing his subject, -but he should be careful -
‘ot to 1ntroduc§ into his teachlng controversial
matter which has no relation to this subject. Limita-
tions of academic freedom because of religious or
other aims of the institution should be’clearly

~ stated in writing at the time gf the appointment.

- c. The college or university teacher.is a titigen, a
member of a learned profe551on« and an officer of
. + an educatiomal institution. When he speaks or wrjtes
- as a citizen, he should be free™ from institutional
e ‘ " censorship or discipline, but his special position
in the community imposes special obligations. As
a man of learning and an educational officer, he should
. remember that the public may judge his profession
and his institution by his~utterances. Hence he S
should at all timesbe accurate, should exercise
appropriate restraint, should show respect for the
, opinigns of others, and should make every effort
t , 0 ‘ to i?§1cate that he is not an institutional spokes-

N

/ ' . man.




College Pplicy on Political® Act1v1tyi 5. L
(Approved by the Board of Trustees, October 17, 11970) ;. ‘

1. <ﬁollins College is a community of scholars engaged in evaluating,
communicating, preserving and enlarging mankind's store of knowl-{
edge. ' .

2. It is contrary to the purposes and interest of an educational
institution to permit itself to be used as an instrument of
politicaI action. By i'ts nature, the college shelters and pre-

. sents a diversity of. opinions. Furthermore, its freedom from

p011t1ca1 control rests on the assumption of its social and
political objectivity..

o ‘ 3. Hollins College retognizes and cherishes the right of dissent 9{/’ .
by individual members of. the community as one of the fundament
democratic freedoms. ' ‘ ’ , 4
.“ . . / , \
- _ 4, 1In exercising his right of protest, the individual member of the
Hollips community must always bear in mind his special respon-
~sibility to the institution: A\ : . '

a) For faculty members, these obligations are set forth in?/ ]
o the 1951 statement on Academic .Freedom issued by the
. American Association of University Professors, ‘and are
o adhered to by this College. : (See page A-1 above)

¢ .

b) Students enjoy equal rights as'citizeqs, and therefore- ‘
equal obligations to make it clear that they speak for - T
themselves and not for the institution, and to speak and
act respon51b1y at all times. S : -

5. TFreedom from disorder is essent1a1 to the right of dissent.
Hollins College welcomes peaceful and orderly protest, but it.
will not tolerate interference with the rights of others,
obstruction of normal activities, threats of coerc1on violence,
or destruction of property. ' :

6. Normal academic schedul@& will not be suspended except for' reason-
able cause as determined.by the President or his designated
representative, after consultation with the Hollins community.

\\
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Section B ' ,

' : C .
ORGANIZATION OF THE COMMUNITY GOVERNMENT
A -

The College Leﬁislaturei

)

The College Legislature is the legislative body of the Community
Government and’ con81sts of faculty, administration, alumnae and
students. All teachlng members of the faculty are members of the
legislature. Administrative personnel whose membership the President
deems essential to the fulfillment of their duties shall be members
of the legislature. Two members of the Alumnae Associatioii desigs
nated by the Association are members. And students comprise 25 per
cent of the total membership selected in a manner determined by the
Student Government Association. Other citizens of this communlty,
although/not members of the legislature, may speak in the legislature.

___—JIhe principal responsibility of the College Legislature is the
formulation and implementation of acddemic policy. The College
Degislature discharges this responsibility under the authority of
the Board ¢f Trustees. Major changes in academic policy initiated
by)the College Legislature requjre the concurrence of the Board. In
Lp er matters legislative acti is £inal although subject to review
by the Board. In fulfilimeént)of these general respomsibilities and
subject always to Z:z}ﬁ%kE;PEge Board, the College Legislature pre-
scribes requiremen for admission, courses of study, conditions for
graduation, and procedures for the conduct of academic work and for
the . support and encouragefient of the religious life of the College.

. “ It may also establish regulations governing student activities, inr |
, cluding publications, athletics, and student organizations.

]

" The President, and in his absence, the Dean, presides at meet-
ings of/yhe Legislature. :

- Detailed agenda, including motions to be made by committees and
motions to, be entertained as new business, are circulated to the
legislature and posted for the non-voting members of.the community
at least three full keaching days prior to the day of the Legislative

.o eting. Matters not on the agenda may be considered by two- thirds
%gte of the membership of the College Legislature present and voting.

The Faculty

The Faculty consists of Professors, Associate Professors,

Assistant Professors, Instructors, Lecturers, as well as the Pre51dent
the Deans, and those members of the Administration for whom 'in the
judgment of the President faculty status is necegsary to their work.
All membets of the faculty, including visiting faculty members. who

/ carry teaching duties for as much as a term, have the privilege of

! voting at faculty meetings. The President of the College may invite

other members of the College community to attend faculty meetings
/ and to participate in the discussions.’ ‘

Amended 9/1/72

/J/
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. The Facult
at its discretion
faculty and for the c

alone approve, the awarding of degrees and may meet':
f cussl%étters of specific interest to the
sideration of resolutions. . : .
The President, ang/in his absence, the Dean, présides at meet-

ings of the Faculty. :

Roberts Rules of Order govern proceedings in faculty meetings

except where the by-laws of the faculty provide otherwise.
. hY

Faculty éommltteeS' =
‘Much of the administrative work and policy\making respon81bil-

ities of the Commun1ty Goverment is 1n1tia11y,undertaken by com- ’

mittees. Committees act in the name of and are responsible to the

College Legislature, possessing only such powers as are laid down

in the articles of government of the College or spec1f1ca11y assigned

by the College Legislature. Exceptions to this general rule are those

committees which are specifically responsible to the faculty or to

the Student Governement Association. '

Ve

The President is 4 member ex-officio of all tollege committees
except the Commiktee on: Conference with the Trustees. Standing
Committees of.the Commumity Government are listed below. Their cur-
rent membershlp will be found in the Catalogue or in the Holl;n

dex. i )

H .

1. Committee on Academic Policy

v

a. Function: .

(1) To consider matters of general educational
"policy and to make recommendations to the
faculty. : <

(2) To recommend to the President pgssible:ex-
- tensions-of academic work, establishment

of new departments, essential, changes in
existing departments, and relations among
departments.

(3) To recommend to the faculiy the introduction
of new courses and extensive revisions of
existing courses.

b. Composition: The Dean of the College, as chairman,
the Associate Dean for Student Academic Affairs, . »
two members of the faculty from each Division chosen
by Divisions, threc members of the faculty elected
at large, and seven students chosen jF determined
by the Student_.ovornmcnt.Asqoc1at10nw

Amended 9/16/71 /
9/1/72 : /.
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c. Terms of elected faculty members: . Three years,;
. overlapping terms. No elected member may serve
' more than two consecutive terms. The member
must have been in service at Hollins one fulll
. academic year at the time of his selection. \

2. Committee Advisory to the President \
a. Function: To serve as liaison between the faculty

and students, on the one hand, and the adminis-
tration on the other and between faculty and
students; to advise the President on college
policy concerning the College budget, planning,
faculty personnel matters, student affairs,, and
any other matters affecting the College; to
convey concerns of the community to the admin-
istration and vice versa; and to report to the
community whenever necessary and at least once
a year on matters which it has discussed with
the admihistration. The\Committee meets at
least twice each academic year. Meetings may
be called. by the President ox by the Chairman
6f the Committee who id elected by the Committee
from among its members. '

‘'The faculty and student groups may meet separately
when they desire but each shall so notify the
other, and the President may call either group
separately but shall so notify the—other.

' The faculty members who are on tenure shall
alone advise the President on specific questions
of tenure and appointment. .,

b. Composition: Five tenured teaching members of
v the faculty with the representative from each
’ division chosen by the cntire faculty by prefer-
ential ballot and three non-tenured teaching
| members from different divisions chosen by the
non-tefured faculty by preferential ballot. .The
eighfystudent members arc chosen as determined
by, the Student Government Association.
ot

Members of the Academic Policy Committee are
eligible to be elected to this committee.
Faculty who teach half-time or more and who

. | ' y hold instructoer or professorial rank are eligi-
\ ble to vote in the election of the faculty

members. _ '

c. Term: The term of the faculty members is for
two years. No faculty member may serve consecu-
tively more than two. terms on this committee.

.

- Amemded 9/16/71 ' - ' —_—

« 9/1/72 ‘ ~\
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Amended 9/16/71

-

g A non-tenuréd representative who becomes

b + tenured while serving on this committee re--
signs and a replacement is elected by the non-
tenured faculty to fill out his'term of office.
Faculty expected to go on leave during a term.
of office are inellglble to election to the
Committee for that term.

3. Committee on Conference with the Trustees

&. Function: To promote mutual understandlng and
cooéeratlon between the faculty and the Board
of Trustees, and, to that end, to consider
questions of an educational character or any

other questions affecting the general welfare
of the College.

b. Composition: Two faculty members each from the
vCommlttee Advisory to the President and the
L Committee on Academic Policy designated by the ‘
respective committees.

c.. Term: There is no specified.term'of office. _‘j)

4. The Graduate Council ‘
-

a. Function: To supervise the administration of

the graﬁqﬁﬁi‘programs including the admission

of students, the recommendation of candidates
for graduate degrees, and general educational b

policy bearing on present or proposed graduate

programs. :

b. Compositien: The Dean of the College, as chairman,
the chairmen of departments offering By duate
programs |eading .to the degree of master of arts,
the chairhan of the department of statistics, and

E ( three memhers of the Committee on Academic Policy
designated by that Committee.

5. Committee on Q‘mmittees

a. Function: The Gommittee shall consider policies
relating t¢ the committee structure of the College.
The faculty members of the Committee nominate the
-faculty members of the committees of ‘the College.
The student members nomij e the student members
of tzg committees of ege and supervise
electiions of the embd¢s of the College
Legislature. .

b. Compoéition: Five membors Lf the faculty and five
students. The five members of the faculty must be
of profcssor1a1 rank an{l have been at Hollins for

at least three yearq '

oy |
,jf <

9/1/72 ‘ 9
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! . . . .
c.. Term; ' The term of the faculty membgrsiis two
‘ years, overlapping. The term of the student
/ memberg is as determined by the Studént Govern--
ment Association. .

6. Committee on Admission

a. Functiom: To consider undergraduate candidates
for admission to the College, to exercise general
.aversight of the policies necessary for that pur-
pose, and to advise the Admissjion Office on
matters relating to recruitment of applicants.

Individual casdes shall be consiyered only by the
faculty members. of the Committee.

b. Composition: The Director of Admission as chair-
man, the Dean of the College, the Associate Dean
for Student Academic Affairs; two teaching mem-
bers of the' faculty dppointed by the President,two
teaching sembers of the faculty elected by the -
faculty“and four students designated in a manner
determined by the student members of the Committee

.on Committees. -

c. Term: For elected faculty members, three years,
overlapping.

7. Committee on Faculty Research and Travel Fund

a. Function: To administer the Faculty Research and
Travel Fund provided in the College budget and to
make grants for these purposes.

b. Composition: Four teaching members of the faculty
of professorial rank, one from each division.
Designates own chairman.

c. Term: Two years, overlappiyg.

8. Committee on the Constitution

e

a. Function: To keep in current condition the
articles of government, the lists of standing com-

S mittees of.the community, and the rules and by-

laws of the legislature.

b. Compositiopn:; Three members of the faculty and
> three membkr% of the studepnt body. The committee
chooses it airman. ' q\\

c. Term: For the taculty members, three years,
overlapping 5,

AN

Amended 9/16/71 - ' . |

9/1/72 | 10 -
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11.

.

Amended 971772

b. Composition;

,Committée_gg the Library

a, Function: To serve as liaison between the com-
munity. and. the library staff, to consider and
recommend to +the library staff policies.as they .
pertain to the academic work of the College, and
to apportion among the several departments appro-
priations for books and pericdicals;

The Librarian -as chalrman, the Dean i‘

_of the College (ex officio), the Assistant Librarlan,

four’teadhing member of the faculty, one [iom each

d1v131on, and four students. .

c. Term: Faculty members, two years, overlapping.

The Committee on Religious Life (Joint Faculty- Student)

c. Term:

a. Engctlon; To consider all phases of the rellglous
1i¥e of the College, to advise the President and
to work with the Chaplain in developing the Chapel

programs, and to serve as a channel of communication

between the faculty and the student religious lead-
ershlp : .

b. Composition (féculty): The‘Chaplah1(ex officio),

k the orgdnist-choirmaster (ex officio), a member of
the adm{ﬁlstratlon designated by the Pre51dent, and
five teaching members of the- faculty

Fa&ulty members, two-years, overlapping.

Committee on Scholarships and Student Aid

b. Composition:

a. Function: To receive and consider applications for
scholarships and student aid, and after consultation
with heads of departménts apd faculty members who
know the applicants, to makKe awards, to oversee
policies in this regard.

The Dean of the Colleée\é§\eha1rman,

the Director of Admission, the Associate Deaﬁ\for g
Student Life, three teaching members of the fac
and three students.

c. Term: Faculty members, three years, overlapping.

e

z 11 | -
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Departments and {Divisions ‘ : ‘
L] L /

Duties of Departmental Chairmen

-

The chairman shall-be the executive officer of his department

and is charged with carrying out the policies of the depar t as

. well as those of the faculty and the College. He shall be\z®espon-

\' gible for (a) the administration, correspondence and recordsg botb
" curricular and personnel of the department; (b) the programs of in-

dividual department members and their course assignments; and (c) .
"the general supervision of the department, especially the observa-
tion and guidance of members of the instructional staff.

" The chairman shall 52ve authority to initiate both action and

policy recommendations concerning departmemptal affairs. He shall
presife at meetings of his department. He shall represent Ehe de-’

partment before the faculty and adminigtration. ﬁe shall prepare
annually the tenuative‘departmental budget and shall transmit it to
the ‘Presidant through the Dean.of the College. .

»

~'>

The chairman of the department bears the responsibility for
recommending to the.administration gdditions to or changes in ‘his
_departmental staff; if these are a proved he will make recommenda-
“tions to- the faculty, accompanied by a full description of the

. candidate's qualifications. The chairman is also responsible for
recommending members of his department for leaves of absénce, for
. reappointment or for promotion. Every such recommendation will be

RS

- accompanied by a full report in,wfiting on the candidate's qualifi-‘
cations in terms of the criteria listed in the sections of this

handbook dealing with Appointment and Tenurej and Leaves of Absence.

Appointment of Departmental Chairmen

Chairmen of departments are appointed by the PreSident O/dl'-
narily only full-time faculty members holding the rank of proiessor
or associate professor will be eligible for appointment to the
chairmanship. In making appointments, the President will give due
consideration to the recommendation of the members of a department,
which may be presented to him in writing collectively or individually
if faculty members so desire. .

\
*

Appointments to departmental chairmanships are normallb made’
for a term of three years. An interruption of tenure because of a
leave of ‘absence or protracted disability requ1ring the appointment.
of an acting chairman will be considered terminal and reappOintment
will be on a term basis. Appointments may be ended beford the ex-
piration of the term at'the discretion of the PreSident o

Appointment of acting departmental chairmen will follow the
procedures outlined above and will be made on an dnnual basis.

- . ®

Amended 9/16/71
9/1/72 .




Duties of Divisional Chairmen _ . .
. ities ol : ‘ _ N

e ' The'chalrman shall be the executive officer .of the Division
) . . and shall advise_ the President on matters concerning d1v151ona1
policies -and personnel. He shall be respon51b1e for the admlnls—

@ B trative work of the Division and shall preside at meetings of the
? - Division. He shall represeut/fhﬁpz;;ii?on before thé faculty and
‘ - the administration. He shall pre the tentative divisional
_ budget, if.one.is needed, and transmit it to the Pre51dent through
N : the Dean of the College. . o P E
L o | o
. ~ Appointment of Divisional Chairmen A
~ - e - -

. N - .hairmen of Divisions are appointed by the Presidept normally
to ' for a term of three years. There is no restriction on the number
> 7 of erms to which a chairman may be appointied.\ In making appoint-
o . . mentsy. the President will consider the written r{commendations of
Co - members eof the Division. Ordinarily, only full-#ime faculty ‘members .
< witth the ragk of professor or associate professgr will be eligible

) S for the’ chéq}manshlp Appointments may be endegd before the expira-
o . . tion of the term at.the discretibn of the f1deht. Appointment

' of acting divisional chairmen will follow the procedures outlined
above and w1P1 beiyéde on an annual baédg

v n

'
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Section C ’ : C -

"

- . . et

. | APPOINTMENTS, PROMOTIONS AND TENURE \ P

,* The-College's policies on faculty employment prometion; )
' . " tenure.and privileges. arisg fy6m its basic purpose as a college =~ . .
‘ of liberal arts. In general this is the pursuit 6f truth and of L] '
: . excellence, pec1f1ca11y, itobliges the faculty, on the one-
7{4 ~ hand, to make its own c;ontrlbutlon\i severally or collectively, o
’ ' to the preservatlon and*enlargeme of manklnd s common store .
'Pﬁc\v : - of knowledge, and on the othen “to 1mpart its to successive -~
) generations of the College s students. - It is understood that : .
~ every person receiving appointment to the faculty of Hollins r~\> !
College accepts and siupports the statement of the College's pur-
\ poses passed by the faculty in 1963 and prlnted in the Catalogue.

4 “,

o
o
@

Primary Criteria Governing Appointment and Promotion

4

 The primaryféonsiderations bearing on the decision to appoirm
or promote a member of the faculty are as follows:
1. Teaching ' The most important responsibility of a
member of the elllns College faculty is good
teachlng To discharge this responsibility the
faculty member must be able by precept and example,
both in and out ofsthe classroom, to arouse the
intellectual curiosity of the students, to transmit
knowledge to them, - and to assist them in developlng
b skill and mastery of their subject matter. Popular-a
ity with students is not necessarily the criterion
of good ‘teaching; the teacher's performance will also

%

— . . "be measured by the observations of his colleagues
' and of the senior members of.his depargtment, by
/ T ! ‘ general reports received by officers the adminis-
{ . " tration and By the performance of his students both - -

while they. are at Hollins and afterwards

2. Scholarship. Faculty members are also expected to
show scholarly promise and performance. This is S
so not only because the purposes of the College
include the advancement of knowledge but also be-
cause sound scholarship is the most 1mportagt . ¥
- . foundation of sound teachlng Scholarly resea;qh
and publication. prov1de an’ objective measure
that continuing intellectual vigor and grow
TN ‘are the basis 6f excellence in tegching; /
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wil y not ignore otheﬂgev1dence of such
i ng which gre anluded a faculty

.and other professional—endeavors, any

ecial recognition granted him by his peers and
he quality ofwindividual performance in the = °

ine arts or in other fields whete there is a S
relationship between performance and professional

‘ development - .

el

. : . A . : .-
Service to the College. The effectlve operatlgn of the
College requires that §§culty members part1c1pateaas)
fully as possible in its administration. Outstanding
service by faculty members on thlS _score will therefore

be con51dered \
$ s -’ . i »

Community Service. Faculty activity outside the
College community can contribute to the strength both
of the communlty and the, College, fnd can cement good
relagions between the two. Such-service on the part

of faculty members w111 be glVEQ due weight in appo1nt-'

ment and promotlon.

3. The Departmental Situation. The-possibility of
appointment or promotion to a given rank is con-,
ditioned by the grouping of ranks within any given
‘department and by the pattern of distribution of

° ‘rank igfthe faculty as a whole. Promotion and
tenure; ‘therefore will .depend not only on the qua11f1~'
cations of the individual but also to some extent

., on the availabflity of profe551ona1 pgsts at any

S

glven t1me. : . .

E . o
Qualifications for Appointment or Promotion to Specific Posts

Instructor{ Appointment to the rank of Instructor assunes
the completion'of or substamtial progress toward. the Ph.D(, or

its equivalent. It also. requires eviden of promise in teaching

and in SCholar$h1 Appointments in this rank are for terms of
one year. Normal y a person may serve no more than four years as

L] ' ] lst ' ) ’ .
] *\\ , o \ -

N . -2
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for terms of two years unless otherwise speciffed. Usuall

. Under ebme circumstances, however,, the President!may reco

- for outstanding scholars and teachers who have received recpg-

‘after the JFebruary meeting of the Bpard “of Trustees. Fachlty

_tract between the faculty member and the College under the general
rules to be found in the Artlcles of Government of the College.' .-

‘ faculty who are not to be reappointed at the expiration of their

_the President of this fact as early as possible, but in no case

an iqbtruetor.

Assigg\nt'Prefessor App01ntment to the rank of A551sta,t

that ordlnarlly attalned by an Instructor, Such appointmefts are
aculty member may serve in this rank no more khan three
appointment in this rank for another term or with tenure.

Associate Professor.’ Appointment to the.rank of Assod{.
Professor from within the fagulty carries tenure unless otherwise ' "
specified. Such appointment requires a substantial record pf
achievement both in teachipng and in other professional. act¥vities, i;
App01ntments to this rank from w1thout the College ngrmally are
made for a term not exceeding three years. In such cases reaﬁpoiut-
ment will usually¥be made with tenure.

. T ,‘ oo ) : /

Professor. Appdintment to the rank of Professof is with
tenure unless otherwisesspecified. Such appointment is reserved

. L

nition ih their profe551ona1 fields.

»

. ¥
- Lecturer. Appointmeﬁt,to the position of Lécturer is made
at the discretidén of the President.

!
: : .- © Ok

" 1

Faculty Contract e

‘

. @

A letter from the President containing the terms of appoint-
ment is ordinarily sent to each member of the faculty shortly

members are expected to-accept the appointment in writing to the
President-within fifteen days. These letters constitute the con-

. B . - 4 v

~ A~

Termimation of App01ntment

- After their first year at Hollins Collegée members of the

terms will be notified by the President not later than 15 December
of the last year of their terms. Those in their first year at the
Collége will be so.notified by 1 February.¢ Fatulty members who

do not expect to accept reappointment at the College should notify

later than 1 February. In the termination.of appointments of




persons ho ding tenure or of persons whose appointments are t
nated befqgre the expiration of their terms, where the pr1nc1pa1
,are not im accord on the matter, 'the policy of the College follow
the recommendations contgined in the Statement of Principles on
Academic Freedom and Tenure (1940) of the American Association “of

Un1vers1 y Professors i \ N -
{\[ | Departmental.and Divisional Chairmen
i

.

Duties

those bf the faculty .and the\College He sha11 be respon-
sible for (a) the administration, correspondence and records both
- ‘ currlcrlar and personne1 of the department (b) the programs of

(c) the general ‘supervision of the department especially the
1at10n and guidance of members of the\instructlonal staff,

The ¢hairman sha11 have author1tyetcllnft1ate~both action and
- p6licy, recommendations concerning departmental affairs. He shall
. preside at meetings of his department. He shall r\gresent the

/ department before the faculty and administration. e shall prepare
annually the tent/ative departmehtal\budget nd shall transmit it
/ : to the President/ through the Dean of thes Cdllege. C. K

- R {
The chfirmgn of the department bears the respon31b111ty forﬁwm' &
recommendigg to the adm1n1stration additions o or changes in his- 5

dations to the \ “‘ent on persons to be cons1d réd for app01nt-
/’ _ment to the faculty, aetompanied by a full description of the: .

N candidate's qualifications. The chai¥man is also re ons1b1e for o
, recommending mémbers of his department for leaves of ence, ; for
// reappointment or for promotioqg. Every such recommendat1 n wiil

" be accompanied by a full repordin writing on .the. candidate's

qualifications in terms of the criteria lrsted in the Sections of

this handbook dea11ng with Appointment and Tenure, and Leaves of

Absence.' . v

o

-

o

App01ntmgnt of Departmental Chairman ‘' ' ; . ﬂ R

Cha1rmen of departments are appolnted by the PreS1dent
Ordinarily only full-time faculty members holding the Trank of
professor or assoc1ate professor: will be e11g1b1% for appointment

to the chairmanship. In making appointments, the President.will ' ‘
. \ N N

i
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'

give due consideration to the recommendation of the membeys of a -
‘ ' department, which may be presented to him in writing collectively
or individually if faculty members so desire.

Appointments to departmental chairmanships are normally made -+
for a term of three years. An interruption of tenure because of Cy
a leave of absence or protracted disabiljity requiking the app01nt- P
ment of an acting chairman will be considered terminal and S
re-appointment*will be on a term basis., Appointments may be 3
ended before the explratlon of the term at the discretion of the
President.

Appointment of acting departmental chairmen will follow the
procedures outlined above and will be made on an annual basis,

P . '

) -
- A

< Appointment of Divisional Chairmen -
- - "
Procedures for the app01ntment of Divisional Chairmen are )
. the same as those for appointment.of departmental chairmen. ya
' o s .
- ! o
N ; . / B L3
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Section D

'RESPONSIBILITIE?’OF THE FACULTY

The responsibilities of a faculty member arise from the
College's purposes as an institution of higher learning. Class--
room teaching ys\only one of these responsibilities, although
the most important one. In addition, a faculty member is
obligated to maintain and advance his professional standing and
.. : to discharge such other duties, including administrative ones,

as are appropriate to his rank and position. 1In a word, the
faculty member in both his professional and his personal perform-
ance’ is expected to display the high standards for which the
College stands and which it Wttempts to impart to its students. o ’

The academic year at Hollins ru‘s for nine months only, but
p ) "o each member of the faculty is con51dej.a nevertheless to have a
full-time obllgatlon to the College th g _expected therefore .

some program of research or instr
where or to some other activity cal flated to imprave his
professional and scholarly competence) The means by which this
may be done are, of course, a matter for the individual to decide
for himself.

"Qutside Fmployment

It is undeéstood that faculty members may undertake paid e
employment outside the College, such as occasional consultlng
appointments and service to proﬁe551onal societies or groups,: and
the College encourages such ect1v1t1es They must, however, at
all times, be consistent with the faculty member's obligation to -
the College and should mdreEGeg be such as clearly to contribute . ©
to or reflect his scholarly and professional standing. All out- L
gide remunerative employment undertaken during- the academic year ’
;Should be reported to the Dean of the College. It is ‘'undetstood
that no faculty member will accept outside teaching duties during
the academic year without the approval of. the chalrman of the
department involved and the Dean. Any arrangement by a faculty
member to do work for ah outside employer which involves substanial
use of the College's .facilities must be approved by ehe President.

o~
.




Absence from Class )

A faculty member who finds it necessary to absent himself
from a scheduled class is expected to report this fact in dvance
to his chairman and to the Dean of the College and to detiil the
arrangements he has made for carrying on classwork in his /absence.

P

Attendance at College Functions

Members of the faculty are expected to &dttend all faculty
meetings, Convocation at the opening of College, the Founder's
Day Convocation and Commencement, Absence from Commencément
must be approved by the Dean.

Academic dress will be worn at the opening convocation, th
Founder's Day ceremony and Commencement. Faculty members who d
L _ not own their academic drxess may purchase or rent it from the
’ College Bookstore. Such arrangements should be made a week in
‘advance. »
Each member of the faculty is expected to be prede uring
reading periods and examinations-for as long as College duties - N
require this attention., Office hours should be observed during
these periods and the Dean must be notified if any member of the
faculty intends to be absent during them.

°

o . , Coursé Outlines and Examinations LN

Faculty members are expected to submit two copies of an
. outline for each of theft courses along with a reading list to : .
”the Dean of the College at the beginning of each semester, '
ﬂSlmllarly, two copies of all final examinations ‘should be deposited-
- in the Dean's office. One copy will be filed in the Dean's office
and, if the faculty member agreeg, a copy will be filed in the
) Library and made available to sthdents for a perlod of two years
= . . after flling

“

Administrative and| Academic Regulatiohs
@ )
® - The administrative and academic regulations set down in
) A Section G of this handbook have béen established to assure the
sd sound operation of the College. Faculty‘'members are expected : .
- to follow them. :

-
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o PACULLY RESEARCIT AND PROFESSIONAL ACTIVITIES

“°

The Coll ge provides a program of regular leaves of absence
) » and encouragés and assists faculty research and professional---
i : activities,/ in order to support the professional advancement of
- faculty mémbers and to assist them in making the1r own contri-
. butiong/to knowledge. ¢

Leaves of Absence o (

Sabbatical Leave

v

Members of the faculty on tenure may be granted sabbatical
leaves for each’six years of full-time sérvice in tenure rank at
7 the College. Such leaves are not cumulative. Time spent on
s : leave of .any kind will not be applied in computing the six years
'%,”ﬁ. necessary to qualify for a sabbatical year, but under certain
ot circumstances the College will consider applications for leave
A in cases where this requirement has not been fully met. '

o ‘Sabbaticaluleaves are granted for an entire academic session
' . at up to one-half salary. Requests for a leave of one term at up
o ‘ to full salary ‘will be approved nly in cases where they do not
- . . " involve additional replacement ‘cogts; this means that a- replacement
can.be.secured for only the one semester that the faculty member

is on leave. . ’ .

Support received from outside sources will be taken into
account in determining the salary and fringe benefits to be
- proyided by the College. . o . -

« . v

Other Leaves
The College encq~rages members of. the faculty to seek grants
_ from outside sources in support of scholarly or professional
o ~ efforts, and it w111 at any time consider an application for a 2
_ leave of absence necessary for such an undertaking. Ig_iggg*ga§g§¥‘
> 4 the College will arrange salary allowances to enable -individuals
- to accept such grants, .

[ -
Other leaves ofyabsence may be granted at the discretion of
the Board of Trustees. However, the policy of ‘the College does
not allow for leaves-of absence with salary for faculty members
desiring to complete the requirements for advanced degrees.

-

Procedures

Applicationstfot leaves should be made to the Dean of the

C | - 21
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College, in writing, no later than November 1 of the year prior
to the year of the proposed leave. In unusual circumstances this
condition may be waived. Such application should contain an out-
line of the program of study, research or professional activity
proposed by the faculty member. All leaves are voted by the
Board of Trustees on the recommendation of the President of the
College. -

. -~ ’ 5
General Conditions

Grants of leaves of absence are-governed by four general
conditions. ;.

First, the purpose of the leave must offer clear promise of
improving the professional, scholarly and/or teaching abilities
of the applicant. : A .

&

Second, in order to release a faculty member the College must
have secured the services of a competent substitute or must be
assured that the remaining’ faculty in the department or departments
involved will be able to adjust their work to carry the basic
teaching résponsibilities of the individual who is granted leave.

Third, persons accepting leaves of absence with ézlary.do 80
in the expectation of returning to the College at the completion
of their leaves. 4 .

Fourth, @pon completion of 1eave of abseénce faculty members
are requlred to submit a report to the Dean of the College detail-
ing the work done during the leave and the progress made toward .
the stated goals fer which the leave was granted,

‘o
pa)

Grants

Faculty Research and Travel Grants

The Board of Trustees annually grants a $10,000 fund for
faculty travel and research which is administéred by the Faculty:
Committee on- Research and Travel, F1fty percent of the fund is
allotted for subsidy of faculty reséarch and fifty percent for.
travel to profe351ona1 meetings. Full coverage of travel expenses
to professiondt meetings is limited to officems of the association
or to those reading papers at major sessions,» Preference is given
to research projects which will be directly beneficial to teaching

or which will be published. oo




‘Criteria )

Each research grant is considered on its. own“merits, However,
the size @f the grant awarded any one individual is considered in
relation to the number of grant applications accepted. -

Travel grants are awarded in the following‘pfiority seduence:
Those invited to participate in major sessions (full expenses)
Officers of a professional society or association (full, expenSes)
Those reading major papers (full expenses)

Those reading short. submitted papers (full ‘expenses)_
Thosée attending but not participating (half expenses)

Travel expenses are computed, when fe@sible, “om a—standard
rate as follows:
Transportation: First-class® railroad fare, round-trip from
' Roanocke : :
Round~trip air fare, including limousine
service
\ - Round-trip by car at-9¢ per mile, Mileage
' will be determined by the standard AAA
_ ‘ mileage -chart from Roanocke.
Hotel and Meals: $20 per day
; Registration fee: total :
A maximum of $400.00 per individual per trip may be granted,

°

Applications

{

In applying’for a research grant one should submit a detailed
letter describing the project and itemizing the funds needed,
including a statement of funds available from other sources.

Travel for the purpose of research should ke requested from Re-
search Grant funds. ,In applying for a trav&\ grant one should
complete a Request for Travel Grant form'in uplicate, Appli-

. cations should bé sent to the divisional rep esentative on the
Faculty Commlttee

Deadlines

October 20 for research grants for the year and for trave
grants through February. Applications for travel later in the
year may also be submitted if definite plans aré known.

AN J January 22 for travel grants for the second term, Additional
" applications Tor research grants will be considere if money is
N still avallable ’




’becomes the property of Hollins College. '

e11g1b1e for Ford Grants.

AErll 1 for summer research and travel grants, to be made
from the budget beglnnlng July 1. Later applicatioms will be
considered if funds are available. , - T

Reports on Grants ' 7 : ‘ . b/\/

-

A report of the momey spent on travel should be sent to the
committee chairman-upon completion of ‘the trip. Reéports on thgnﬁ/,/‘\
use of research grant fundé are due by the end.of the year. Each
‘report should document all expenditures and any portion of a
grant that is not expended should be retutned to the Research and
Travel Fund. Permanent equlpment cpurchased under a research grant

Ford Poundation Humanities Program Grants

The Ford Foundation Humanities' Program Committee, he
the Dean of the College, annually appropriates $25,000 for re-
search, study or travel in the field of the human1t1es Members
of Division I, Division IV and the Department of Hlstcry are

-

\

Criteria : ) ) N

Ford Grants are availdble for leaves of absence to faculty
members not eligible for the College sabbatical program, for
pecial stipends for ‘summer and longer term research’amd study,
and for travel and researchg

Applications

Forms from the Dean s office should be filled out and returned
to the Dean.

Deadlimea

April l for grants far the coming academic year.

October 20 for additional appllcatlons for the current
academic year, " if funds remain available. ‘ d
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Reports on Grants ' /

A complete report should be made tp the Dean regarding the
work accomplished by the grantee. . The Feports should document
the expenditures.

«

"

College Science Improyement.Program (COSIP) -

COSIP grants are available to members of Divisigon II and of
Division III with the exception of the departments of history and
education. Faculty members should contact their department heads
for, detailed information and make application to the Asgistant to
the President, ‘ :

»

Research Grants from Qutside Agencies

The College seeks in every wayﬁto encourage and support
faculty members in getting research grants from outside agencies
in cases where the work involved is clearly consistent with the
College's purposes, From the po1nt of view both of the faculty
and the administration it is important that sound procedures be
estabYished and followed in this matter. 1In this way the admini-

strative officers of the College may better assist facltlty members

in obta1n1ng grants while seeing to it that the interests of the
College and of the grant1ng agencies are preserved. ‘Most granting
agencies require such prodedures.

All requests for .-outside grants should: be directed to the
President as the responsible officer .in dealing with outside
agenc1es both governmental and oLherw1se Such proposals should
be presented in draft form one month before the due date for sub-
mission to the grant authority. Only then will the President be

_able to consult tHe financial officers of the College and, where

’

necessary, the persons requestlng the grant,

It should be understood that most grants from outside sources
are made to the College, not to individual persons. However, the
individual faculty member. is responsible for following the rules
for administration of grants laid down by the<agencies or founda-
tions making such grants, This is especially important with
regard to the indirect costs incident to such grants. It should .
be borne in mind that the allowance for indirect costs is not a

. gift, but rather a reimbursement to the College, which faces real,

out-of- pocket costs in administering and supportlng these proJects.
Grant recipients who exceed their direct costs budgets will not be
permitted to divert indirect costs allowances to other uses.

S
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RETIREMENT PLAN, INSURANCE AND TUITION
- a S "l ’ R ' '&‘u

s

Vs

Holllns College prdV1des its faculty a retirement plan, major
ﬁ@ e “Mmedical insfirance, group life, indurance, total disability benefits . '
T ifidurance and an educational fund’ for faculty. children. The . o«
: X.CQL%ege~has also arranged for faculty on an optional basis a gFoup
- Bl &@Crogé and Blue Shield plan and group accidént <dinsurance. . ;
N i r B

Tera

L y '
Rétirement -

RS '

Retirement Age

Retirement age for Hollins' faculty and staff is sixty-five.
Retirement takes place on 30 June next following the attainment
¥ of such retirement age. By wvote of the Board of Trustees an

extension of gervice beyond the normal retirement age may be made

. g,unusual circumstances, but no such extension shall postpone . %1‘
&~ % Tétirement beyond the end of the academic year in which ageseventy
"~ is attained. . . _ .

TIAA and CREE{Plaé; “
N : _ .
. ? The Holling‘retlrement plan is carried through- the Teachers'
© " Insurance and Annuity Assoc1ation of America and the College
Retirement Equities Fuhd. Every full-time member of the faculty -
is eligible to participate upon affiliation yithsthe College;
participation is required beginning w1tB the* i& year of service .
Each participant éontributes to the nearest dollar ‘an amount equal,
to.five percent of his gross monthly salary, and the College con-=
.tributes an equal amount.” The partlcipant s, contribution is - de-
ductedftbnlhls monthly salary and forwarded” d1rectly with the
College contribution to TIAA,
. - Y LN .
TIAA provides a guavantecd fixed dollar annuity at retifement.
CREE, a separate corpdration administered by TIAA, providesfa
variable annuity. CREF investment:s are made prlmarlly in c mmon
"stocks, and the plan functions much like a mutual fund; no sRecific
j amount is guaranteed at the time of retlrement or sobsequently. e

» L

The CREF retirement paymernts are revalued once each year,
CREF provides the opportunlty for growth, although it carries an
‘element of risk, which is not the case w1th the TIAA annuity. A- .
pparticipant may assign none; 25 percent 33 1/3 percent, 50 per- ’
cent, or 75 percent of the total monthly premiums to CREF, Most
participants carry 50 or 75 percent in CREF.

Y R » - 3
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. _ Each contract is the property of the 1ndiv1du51 participant.-

B " The rlghts in these coptracts: are fully vested; all premiumt accu- . .

.. gg, -, mullations, 1nclud1n§ .Lhose of the,gollege, belong to ths&iflicy- -
e ) - "holder even if he 1eaves the empkpy ofgthe College. =

o : N . B i

e R - The;plan 1ncludes the Eaﬂary ofmhnnupty option which offers,

- B . ‘some faculty members .the opportunity of reducing their salaries

‘ ' " now so that éurrent income” taxes are deﬁerred until after retire-
mert. For example: a prafessor with atgalary of $1,00Q monthly .
decides.he can farego $100 of current income each month in order '
to purchase additional annu1ty benefits. He executes an agreement,
with the College to reduce his salary to $900 monthly, with the v
College paying the released $100 to his fully vested annuity -«

. contract. The full $100 goes d1rectly to the professor's, annuity
each month w1th no current llablllﬂy for federal income tax.

N oo .

" - During sabbatlcal leave of absente, the College will cont1nue_ /

. //yf contributions for ome year, providing the part1c1pant does like-

[] to . 2

) wise. If a ‘faculty member receives financial support from outside 'f
W the College, the College s contrit utlon will beuadJustedproport1on-.'
' ) ately. . . @ o » .. g -

. s s .o - P
. » e » i ;! . - 7

Durimgmothir kgaves of absence the College w111 not normally 7

&

ew a ¢ continue tts co ution to retiremedt benefits; ‘it is hoped that
e »\ the partlclpant will arrange to contlnue both hxs payments”and
s \those of the College S0 that ‘the ret1rement plan may be un1nter-
. ‘ ) .-rupted ‘ _\\ , . a
™. ' W . w T . . hd e KN .a '«
* - - - - ’ .k LT oo : o
. N Y ‘ . . > .
. ' ' 4 ’ ’ ) . . . » e r‘\ -, ..
e e T Social Securlty_ ' : "‘5\\, ; . ‘o

. ; The CQllege 'makes a eontrlbuglon requll d by #%deral 1aw to
S :-'each faculty tember's. 0ld Age and Surviyor's Iﬁsu;anoehaccount
¥, ‘Social, Securlty benef1ts include not only retirement income and

S . _med1caie3 bt cons1derable famlly income and disabil ty insurance
' ' .coverage for those under 465, - For example'- ¥ the he \d of the -

) Y family dies, each dependent w1ll receive monthly suppor
o ‘the "age of 18, or 2L, .if strll,ln school. =~ e " "7
, ~ . - ", » . ST . .' 3 V, . ' ‘-g. . ) '\,.f__,.a
N . -~ . N Y ey . .‘ o, . s
':fﬂ . ) . .- L = - - Insurdnce
. ’ ; Major Medicdl Benefigs_lnsurance " . 2
r e . wjh ' w S ) ' . o o ,
, - '. he College at its expense makes available to . wéry full-
P f' 7 faculty member.ltajor Medical Expense insurance ad mnlstered
' \\\;\\ .-th?ﬁ? EPE;QQB, The part1c1pant is expected to provide himgelf
& 0 : th/ ttle ba¥de. plan such as Blue Cross Blue Shield, or\another plan
R \\\\\\aggeptable to TIAA. If the fagulty member has no such* plan he o
- S will be requ1red to pay an addltlonal ‘premium. The College has :

™"

a group plan with the Blue Cross- Blue Shield, which a facufly
- ynember may join. - - - -

b o . '
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“ . -
. Faculty members are urged to read carefully the pamphlet
1ssued by the businegs office engrred "Major Medical Expense

Plart." This gives fli1l det&dIT¥ on coverage and administratiom. %
., For a small monthly fe the 1nd1v1dual may have coverage extended
- . . to members~of his family. . | .

During sabbatical leaves of absence the College will continue
the pre éyms on Major, Medical coverage, and the *individual may
continue”his dependency coverage if he desiyes. For other types
of leaves the 1ndiv1dual may contlnue h1s Major Medical pollcyaby
payment gf ‘the full premium . . Coe e

‘ . .
L . ’

Group Life-Insurance . ', . i ‘ N

we
*

L)

. ' »The College carries a llfe insurance pollcy for each full-
. o ' It1me faculty member which provides benefits equal to his basic '
- annual salary to the next higher multiple of $1,000 if not already
. oL .. such a multiple, = The amount of coverage will, of course, change
‘as 'thé salary changes. - The College pays the cost of the premium.
. The amount of this insurance is paid upon the death of the in-
Ny sured. Coverage ceases when the iﬁdiyidual leaves the’ employ, of
< S ‘this College. . ' c ’

[N v

Coet

. Coverage will continue when the facmlty member is, on sabbati- -
K cal leave of absence, but not on other aves, unless, paid for by ¢
the insured. - T, T , Co e N

Total Disability Plad

5

.The College at its own expensé
full-time faculty member, after one
R -t covering total disability. This pr

s benefits and a waiver benefit of TL
/ case of disability. Details of the
s Ereasurer s office. )

‘makes:availableﬂto every .
year's service, a policy e
vides for-monthly income & .= = . _
~CREF annuity premiums in
plan may be secured from

¢ L3

N

K s, '5°',j : , Tuition Plan.for.F culty Children'

- ’The’College will assist;membe‘
w < costs of a college education for theX
7P-w following conditions. ‘

Lt ’

c 1Pdren, subJ:ct to the

PR - degr €8 at’ accred1ted college or unLversi S O

) exceed four academlc years. The children of fullitime members

N o of the faculty are'eligible; The College will pay toward tuition
- . ,either the ‘tuition fee of the. college attended or $l 000 which="

s ever is the lesser -
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A daughter of aﬁy fullvtime member of \the faculty may attend
Hollins as a day student w1thout charge, 1f she meets the College s
admission requ1Tements. )

Members Qf the faculty who intend to seek assistance under
this plan should notify the Treasurer by 31 December of the year
preceding the need. ,

a -/

R N 5 "

Optional Insurance

Other coverages available to.Hollins College staff members
include group accident insurance and Blue Cross and Blue Shield.
The Treasurer of the College: can give complete detalls on each of

the5f<p1ans. , _ . - - .

{ In addltlon, any faculty member under the TIAA plan may
participate in any of the various TIAA life insurance programs..
He may write direc¢tly 'to TIAA or see the Treasurer for more
information. Under all of these plans, it is understood that the
participant is individually responsible for all payments.

~. 0~




v . Section G

MAJOR ACADEMIC REGULATIONS

oo e,

* ‘

The most important regulations governing academic requirements
as.they bear .on the ondergraduate of the College are covered in the
current issue of the :Student Handbook, a copy of which is distri- ~
buted to all faculty members at the beginning of each academic
year, In addition, the official description of the curriculum and
of academic ?dmlnlstratlon is contained in the Hollins College
Bulletin, Catalogue Issue It is understood -that faculty members

. " will ‘acquaint themselves with these documents and abide by the
regulations there1n

/t

' " N A card file of Faculty.Rulings on academic matters is main-
o tained in the Office of the Dean of the College.- Thig file is
" “ kept in current conditi‘on and covers the whole range of such
: ‘ rulings. - Members of the faculty having questions on such matters
) hd may consult that,file, or the Dean. Where specifically stated the
. . Dean’ ngthe Associate Dean for Student Academic Affairs may in* .
B unuspal cases make exceptions to some of these trules. :
_ The following pages 11st'some detailed provisions which are x“‘ .
of importance to the faculty but are not all included in the '
. ~ Student Handbook or the Catalogue.

ce : - ' :
: S Advising and Advanced Placeng% 7

IV ~ Advising R I a4 _ .
o ot . " Academic advising is carried out by faculty and administra- i
» » tive advisers, New students gre assigned by the Dean to selected ©o
% IR faculty who serve as advisers during the freshman and sophomore ‘
_ o years, or until the student selects a major. Fm@n the major is
e s ochosen, the chairman of the ‘department in which thé student .
/ - N specializes will. assign her an adviser in the department. Normally,_
TN T e the assigned department adviser w111 continhe in that ¢gpacity
;; ' until, the student graduates. : ) < ‘o =
B - . T TN ‘
Advanced Placement' e e : ‘

P . )

_ A department may, at its ﬁlscretlon grant college credit for
- an advanced placement course when a score~of 3, &, or 5 has been
e achieved on the College Board Advanced‘Placement Test, . Departments
p ‘ may also requ1re an add1tlona1 examfyation before granting such
wcyedit. :

1 L ~ Coe

, - - ./

.

Upon recommendation of the department w1th1n which the work
een done,‘any student successfully 3ubm1tt1ng an Advanced 9

ERIC o~ 30 ;
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Ardepartment may give academic credit for a course for which
there 'is no parallel in this curriculum in the lighHt of:

The performance of the student on the examination;
The content and quality ‘'of the examination;
The standards and curriculum of the department; and

. The quality of the work required for the degree.

S~ Lo -

)

*

Registration

] o

o o

A schedule of class meetings is listed in the current cata-
logue, and in the class index, a copy of which is given to each
faculty member and student before the beginning of each semester.
Changes inm schedule from the hours or places listed in the index
shall be arranged with the Registrar.

At 'the beginning of the . term, each faculty member receives a

. grade ¢ard for each student enrolled in his classes. At the end’
of the term he reports student grades on these cards. '

The normal student course load is four 4-credit courses per
term. Students may take from 14 to 18 credits per term. §Dean's
permission will be required for a student to take fewer than 14

or more than 18 credits, .

i

Adding and Dropping Courses

v -

/ ‘ ' . ' :
No student may add or drop a course without written permission
to the Registrar from the student's adviser, or\frum the Dean.
"'No course may be added to a student s schedule after tie
second week Pf regular study in any semester. The Dean m3y~a110w
exceptions to this-rule for special_ reasons. ~ . A

o

If a student drops a course after the,end of the first four
eeks of regular study in any semester, she will receive~the grade
"F'" in-that course. The Dean may allow exceptions to, this rule

. for special reasons. 3.
' f n;‘l “ A

“Audrfdng ‘ S P y

.~ : 19N

.A student must obtain the pefm1531on of fhe instructor in any
course she attends as auditor, Audited:-gourses will be notéd on
transcr1pts only if the student&f@glsters for the course during
the first two weeks of a semester, and if the instructor notifies
the Reglstrar at the end of the semester that such auditlng con-
tinued throughout the semester. °

.
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Hyphenated Coursegy

Students who fail the first semester of a hyphenated course
(see Courses of Instruction in the Catalogue) are not usually
permitted to register for the second semester. A few departments
have exceptions to this rule.

¥ S Summer Sch001'Work

; ' *;J .

L1m1tat10ns on summer school work: no more summer school
work than the equivalent of one 12-week term may be counted on
the deg%ee. Interpretatlon ‘of the above is 16 credlts, not the
18 permitted per term, r

%
g .

Regulations for Academic Work

In class work, quizzes, and papers’ as well as in examinations,

students are expected to govern themselves according to the Honor

. System, Instructors should not accept written work from students
unless it has been completed according to Student Government

"Association Regulations. Any questions of violation of regulations =

should be brought to the attention of the student concerned, who
shall report‘herself.to the Chairman of Honor Court, Further

> details on the ‘fonor System may be found in the Student Handbook.

A8

Course Preparatjon

- ' _ ,Students are expected to spenﬂ on the average, two hours of
preparatlon per week for each hour 'of course credit. Thus a
course giving three semester hours, credit should require six:
. hours per week of preparation. But in laboratory cdurses giving
four hours' credit, where the laboratory work itself is counted
! - as one hour's credit, average students shall be expected to per-
' form only six hours of outside preparation. No work for é course
v (including term papers, independent studies, and Semlnars) "shall -
» ‘ be submitted later than the end of the last class on the last
’ teaching day of a term. Faculty may not grant students permission
to finish their work at any later time, Exceptions to this rule
may be made by the Dean, ' .k

. . .
Absence from Class . : : E

Students are expected to meet promptly at the,de51gn4£eé
class time. If the instructor is late, students 1h his class are
expected to wait for 20 minutes past the time scheduled for'the
beginning for* the»class. When an instructor is urnable to meet
his eclass, he must notify his department chairman!so that the
class can be cancelled.

S G-3 ' : s e
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Special Equipment ) ///

Students have.full responsibility for making up work missed -
as the result of absence. When the absence is unexcused the in- -
structor is under no obligation to assist a student in maklng up
work,

No student who is absent from all c1a§ses more than four
weeks may reeqter classes without the permission of the Dean. - The
Dean in such cases shall consult with the instructors concerned,
and only in exceptional cases will the student be allowed to garry
a full program of courses. i

8

Course Evaluation

There should be some college-wide, practlce of evaluation dur-
ing each course. To this end it is felt that a study in the form
of a questionnaire (where there is a class of sufflcient size) or
colloquy (in the case of smaller classes) should ‘take place about
three quarters of the way through the term, Where an evaluation
form is used, the students suggest there be a discussion of the
resulting information. : >

©

Faculty members who wish to use special equipment in their
classes should consult the Registrar in advance so that suitable
room zgssignments may be made. X

From-time to time, a department may need to borrow f&tnishings
and/or equipment belonging to another department for class use or
for use by an outside speaker. In such cases, the chairman of the
department needing the property should clear the loan with-the head
of the department which owns it, Once the loan is agreed on, the
moving arrangements 'will be carried out by the Assistant Sﬁperln-
tendent of Buildings and Grounds.

Tests and Examipations’ . .

Student Government Regulations e

b \ ' ‘ . ‘ \f k4

Faculty should examine the Student” Handbook in order to be
familiér with Student Government Regulations on tests and examina-
tions. Students are required by the Honor System to abide by
these regulatlons

. ;
f.f L .-

Tesgs . ‘ . J e

Tﬁe\QSte of a test must be given to a class at least one week

in advance> .
If a student's absence from an announced written test is un-

excused, she receives an F without the privilege of making it up,

. // —




If her absence is excused by the Associaté Dean for'Student Academic
, ‘Affairs, she*may request permission from the instructor to make up
g the written. :

A student who feels that she is unduly .burdened by written
tests should be referred to the Associate Dean* for Student Academic .

) Affalrs, who will arbitrate the matter.

_ The instructor should normally be on hand at the beginning
- "and end of a written test or examination.

> Examinations S

It is expected that at the .end of each course there will be-a
final examination not exceeding three hours given at a time sched-
uled by the Reg1strar Exceptions to thlS occur only if one of the
f0110w1ng conditions prevails:

“

@ ' (1) A major-term paper has been assigned. .

(2) ~A mejor final report (in a seminar or indepehdent work)
is considered to replace the examination.

(%)

ERIC

Aruitoxt provided by Eic:

(b)

(c)

(d)

(e)

Y

. ' ‘(3) A take out examination is given by the instructor. In
CF © this cage:
. (a)y ' The examinatioh shall not be given out to o
: students befére the beglnnlng of the examina-
Y- .
3 b- tion period;

)
a

The examination shall occupy not more than
three hours' time to complete;

It.shall ordinarily be taken at the scheduled
hour;

: L N
It shall be.due no later than the conclusion
of the scheduled examination period or earlier
than the time scheduled fon it by the Registrar;
and- .

~

£ . a2
sThe -take~out examination should not require
preparation on the student's part in excess
of that normally expected for a three hour
examination.

An examination taken under the independent’examination

system under regulations outlined in the

Student Handbook.

Instructions regarding faculty responsibility under this
system are‘mede available prior to each exam period.

‘. o

a4
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Aruitoxt provided by Eic:

¢

Examination Schedule

‘by the students accord1ng to the procedure %lven in the Student
Handbook. \

o

The Registrar shall make the examination sehedule-available
to both faculty and students at least six weeks in advance.
Faculty members may not give students permission to alter their
examination schedules; changes in these schedules may be secured

o -~

Examination Grades

" more than 60% of the term grade.

The grade on the f1na1 examlnatlon in those courses.in which
a final examination is given, shall not count less than 25% nor

Re-examinations o

"student at least one month in advante. Seniors with a second

Blue Books ) . v e

the students in the Bookstore, or.on forms submitted by the in-
“structor. During the examination, blue books may not be taken
"from an examination room under penalty of re- examlnatlon or failure.

) ~,

Re-examinations for students given a semester grade of E shal:
be held not later than the registration week of the second semester
following the one in which the grade was given. The ydate of such
re-examinations shall be determined jointly by the instructor con-
cerned and the Registrar, and advisement of the date set given the

semester E shall be re-examined at a time-determined by the Dean,
who shall consult with the instructor and student involved.

[
2 N -

Examlmatlons should be written in the blue books available to

A

[ - » . .
.Copies of Examinations . .-

. |
Faculty shall send copies of all final examlnatlons td be
filed in the Dean”s Office, and, if the ‘faculty membér -desires, in
the Library to bé available to students in later yearsv - \

’
2 ~

~
Grading System

9

Letter Grades and Their Meanings

3

“

A -- Conspicuous éxcellence in scholarshlp and learnlng at-the

undergraduate level. ' : . ’ . . . .
S . ,
- B -- Competence in the attributes of scholarship; for example,

in sustained and effective use of materials of-the-eourse;,
in independent thinking, in accuracy of knowledge, and
originality. The grades of B+ and B - may be used if de-
sired by the Lnstructor

‘ . ' . N~
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C -- The minimum or acceptable standard of work for graduation,
It involves attainment of familiarity with the content
N 6f the cpurse, methods of study, and participation in 5
the work of the class. The grades of C+ dnd C~- may be~
used if desired by the instructor.

]

D -- Work which is passing but is below standard. It shows

achievement of sufficient quality and quantity to be ’

counted for graduation if balanced by apove- avetrage work _
in other courses., The grades of D+ and D~ may be used ‘ e
if desired\by the. Jnstructor '

E -- Condit failure. A condltion may be removed by ex-
amination/-or otherwise, omn: the recommendation of the ’
instrudtdr. The grade of E becomes D on the recdrd if’
the copdition is successfully removed. The grade.of E

< becom€s F if, (1) the. student elects not to take the re-

examination, or other™agceptable method of removing the

: ) o ondltlQﬂu,(Z) the student fails the re-examination, or

~. .. ) obher acceptable method of removing the condition, or if .
Tl \\\\\\ (3) e student has not removed the condition by the be-

of the second s semester following the. session in

o . which thg E was incurred. Note: This grade may be used
AN S~ - only for the Classes of 1971 and 1972.

4

F -- Failure without pri#yilege of re-examination. This grade .,
will be recorded on t student S permanent record, and
. _ the number of hours failed. must be included in the total
Fo- K . number of hours for which a iverage must be achieved
’ fbr\graduat:on '

I -- Incomplé Given for. work which for good reason has not
A VO : been comple ed at the close of the semester. An incom-
o ’ ' plete must be made up within the fifst thirty academic
days of the semester following that} in which it is in-
curred. If the work is not made upt within that period,
@§7 . . the grade of F shall be recorded ot the student's record. . -
‘ - Y Work in Physical Education is an exception to this rule
(// ' and shall be arranged at the discretion of the Chairman
_ ‘ ' of that department. The Dean, in ¢onsu1tat10n with the
§ C ' ' instructor concerned, may make emergency exceptions to
the thirty day rule. Only in rare{c1rcumstances will
the grade of Incomplete be granted.

There are only three valid reasons, for an Incompleté

First, a medical excuse given by the college doctor;
second, a personal emergency; thixd, academic conditions

beyond the control of the student or the faculty member
involved (e.g., equipment breakdown).

. No Incomplete will- be given without the approval of the
instructor and the Office of the Dean. The Incomplete
will be granted only upon the student's written appli-

o cation to the Dean The student must first clear with
her instructor " her .intent to apply for the Incomp}ete.

© 36
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Automatic C -- This grade is given for some courses.at Hollins
and for work satisfactorily completed at other insti-
tutions. At Holling, the grade is given for shorthand,
typing, advanced physical education, and participation

in choir. No more than 13 semester hours credit may be
awarded to any student in automatic € courses taken at-
Hollins. .There is- flo limit to the number of transfer
credits of automatic C which a student may acquire.
(Hollins Abroad credits are considered transfer credits
in the interpretation of this paragraph.) ‘ ‘

¢+

Pass/Fail'-- A student is allowed to take as many as four
courses on a pass/fail basis under the foﬂlow1ng con-

ditions: .

(1) No more than one pass/fail course may be taken in
a single term; .

»

2y The pass/fail course must lie outside the major.
field; and

(3) The student must declare the pass/fail option at
the time of registration of the course, and she
must confirm it oh the first day of class.

If an upperclass student has finished (or is finishing

during the term in questlon) all major requirements, she

may Lake a course in the maJor field, with the approval

Letter Grades and Their Merit Point Values

T S

A = 4 merit points
B+)..- ;
. ) N
B) =" -3 merit points ; - ' .
) j ,
B-)
\CH: . : e
¢ ) =. " 2merit points g
) : _ _
c-)

7

[w]
,
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R
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1

I merit point

L

)
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F = YO merit points

o |
[
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incomplete
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Reporting'gi Grades

°

Mid-Term Grades

Faculty are required to report to the Registrar, before th
middle of the fall term, the grades of any freshmen or transfer
students who are doing failing. or near- falling work... The Registr
shall, in the first two weeks of the term, notify the féCulty of
the exact date when such reports are due. Such reports should be
made on mid-term grade cards, which are available in the Regigttarrs
office. ' . -

Faculty are reduested to report to the Registrar, before the™
middle of any term, the grades of any students doing failing. or
near~-failing work. o

Term' G l'rla»de S B

'Ordlnarfly, a grade is given at the end of each term.for each
course. This grade is recorded on the student 'f\permanent record.
However, year or "session" grades may be given/in cobrses numbered
451, 452, 393, 394, 232; in a seminar; and for\senior{projects in
which the work is of an individual nature and 1)s, contIquous through-
out the year. ) -

4
@

‘Term grédes whether complete or 1ncomg ete, should be reported
to the Registrar on the class cards which the 1nstructor receives @
at thesbeginning of each semestex. These reports should be handed.
to the Registrar within three days of the last examination, ex-
cluding Sunday. " The Registrar mdy request that the faculty report

N the .grades of graduatlng seniors and honor studentg more promptly.
4o T »" .
* All term and gession grades are announced to. the student
through the Registrar s Office. Students aré¢ allowed to enclose a-
_ stamped self- addréssed postcard, -‘or stamped, self-addressed ~en= °
ey ve'lope with ‘a éard in it, in their examination books. The faculty
St will record any grades requested on such cards and mail them to the
Ta A EL ' students. Faculty should not issue final grades to students by any

L other procedure.

e N

e

; . . Instructors giving failing grades in the first semester of a
- hyphenated course in which the second semester has the first as a
prerequ1s1te (see Courses of Instruction in the Catalogue), should

note on the grade card that the student may not register for the

second semester of the course. & '

38
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¢ ‘ Grade Changes .

Requests from instructors for changés in grades may be'approved
or disallowed by the Academic Policy Committee without the need for
subsequent referral to the faculty for action. . . o

Withdrawal

If & student is found by Honor Court to be guilty of cheating
in a course, the student will b% withdrawn (WD on transcript) from ‘
the course unless there is reason to believe that such action is , ]
-inequitable. * . . . L : 1

*
'

Unsatisfactory Grades

Faculty may report at any time to the Dean the ndme of any

L’ ‘ student doing unsatisfactory work. The student concerned will then
-be notified by the Registrar. Cards for réporting unsatisfactory ‘
work are ava11ab1e from the Registrar. : i

[
Majors, Courses and Course Requirements

\\\; » : Info;mation on these subjects may be found in the current
catalogue. The section headed "Requirements for the Bachelor of

Arts Degree" 1s of special importance.

NG . @ ) # % -

Majors

\\§‘ A student must declare her major by the end of her sophomore o
year\\nd may declare it at an earlier time. The declaration of
a major must‘haug the signature of the student's academic adviser:

- © and the adv1se;,kn the major department, both of whom must approve P
the initially proposed major program. The College recognizes only
one major per student; However, if a student fulfills the" require-

ments for two majors,. ‘that fact shall be roted on her transcript. v
¢ T ~ .
College Major : . ‘. < _ i

. : p The tollege major focuses the work of the-sttdent updn an idea, , ¢

issue or problem dealt with in two or more disciplines. ' The courses ¢
‘required for the completion of this major,will be selected in the . ‘
light of a clearly defined interdisciplinary purpose. " Procedures: ) 1

—~

L (1) In order to be eligible to pursue a cotlége major
" a student must have achieved a B average (3.0 or ~ ;
above) in the term prior to the declaration of the ‘
major and ‘@ C+ ‘cumulatijve average (2.50 or above)
in all of her course work for the three terms immedi- . e
ately preceding the declaration of the major. This
major must be declared no later than the close of |, o

&

the first term of the junior year. ¢ 3

. S | 39
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(2) The central theme of the college majéf*andﬁthe
courses related thereto must be arranged with
the advice and approval of at least two major
advisers from different departments. Both the
theme of the major and the program of courses
“ must be approved by the Dean of the College. -
Any changes in the program of courses must have
*  the approval of the major advisers -and the. Dean.

(3) At least eight courses above the first level and
,the composition of an acceptable thesis must be
\ ' required for the completlon of a college major.
« " (4) The student's transcript'of’record shall read:
""College Major: (followed by-.a statement of
the focus of the major).'"

-

Independent Study

No student mfy. take more than 4 hours of independent study in
any semester. Exceptions to this srule may be made by the Dean.

“
w

' - ‘Each department is required to draw up a list of standards

and regulations for independent study in its own part1cu1%r field.
Instructors of independent study courses should consult 'these llsts
as to the kind and gmount of work requ1red and the procedures for.

vl evaluating the work. P
»
. Summer Reading ' . ' I .

A sophomore qr junior with an overall C average and a B
average in the department in which she wishes to work; may, with
the permission of the chairm#n of that department, and of the Dean,
pursue a coufse of summer reading leading to an exam1natlon or the
handing in of a paper, in‘the fall. If the -examination and/or
paper thus produced is judged sat1sfactory by the department con-
cerned, the student may fecelve two semester hours of credit.

e (Freshmen with an oygrall average of B are also ellglble for this
- program S ! ’ - . ’fv;"ﬁ .
A ' T ‘Ji o

. Hyghenated ‘Courses by
A < .

S ‘ F ose courses which are hyphenated in the catalogue (e.g,
H1story 401-402) give no c¢redit until the full’ year s work is com-
‘pleted. If the first semester js failed, the student in most cases,
cannot take the second semester until the first has Been made up.

If the first semester is passed and the second failed, no credit
will be given for the first semester until the second is made up.

If the grade of E is given in the first semester, and the grade of

C or bgtter in the second, credit may be given. for the entire course,
at the discretion Gf the 1ndtructor who-must not1fy the Registrar.

a
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o o A " .= " Honots - S
) - : . - 'Eligibility for Honors Work « - ®° : . - - R
o - o 9“'/: "y . . . N .

- o o Students who, at the end of five.l2-week terms, ‘haye a cumu-
lative merit point average of 3.0 in their totatl college work ’and
,a cumulative merit point average of 3.3 in their maJor, are e11g1- , o o~
ble to apply for departmental honors work’, . ’

. V.W1th the approval of the department concerned a : T T
- oo oY apply to the faculty through sthe Academic Policy Committed for an
e T exceptlon to the merit point rafio requ1rement . )A ’ R o
- o . N . . ]
. Students who have averaged 3.4Q or more merit points in the
. preyious tern&areﬁso:sldered HQMQ§%§tudents. ‘ . N :- e
e ) B N F R o - - o ; \\A
A ° - . ‘ ) . ?
e ) ! Academic Probation _ Y i
« b - . ' - 3
v ! Students who make. below certain merit point: averages at the
end of any semester, must be ‘excluded from the Colleée or placed .
- on probation. These averages are: for Freshmen, 1.80; for
. Sophomores, 1.90; for Jumiors, 2.00. Those students who may be -
placed on probation are« thosewwho fa11 two or more courses in one o
™ ~ “semester and those who, at the end of ‘any semester, have a cumu- - \ ;

] 0 4.1at1ve -average Lower than the probatlonary ratio glven “above.. .
. . i R )

. _ _ The Dean circulates\to tHe faculty at,the beglnnLng of each _
o o semester a'list of the students on.probation. L . - .
Any student who, at the end of her freshman year, is’ on pro-
bation, shail have her caseyrev1ewed‘by the Dedn, who shall eonsult -
) _ with the student's 1nstructors‘and adv1ser 1f the/bean cong¢ludes

R *. .  that the student chnnot be expeched to ‘mebt the demands of college - -

work, he sha11 ask the student '1thdraw from -the” College.A

+

4“ S Any post- freshman who ‘has been on probat%én fbr two sﬁccess1ve
ST . semesters shall have her case reviewed by  the Wean who shall con=

" dult with ‘the student's adviser and instructors.-as necessary. Ex-
_cept in qpusu N-cumstances, such a student will be asked .to C N

. < withdrawzﬁro v

College. S o T o T
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r ' ’ Walvrgg of Regulatlons on Graduatlon
N T i
‘ . ; & * . A subcommittee of ‘the Academic Policy Commlttee déals w1th
e : - requests for waiving of the regulations governing graduatlon.

. The procedure is the following:

. : : .v(l)- Presentation by department (every student has
- a right to ask thlS),
(. ! ‘
e , 2y 7i and recommendatlon by Academic’ Poli’ﬁ\\
. - Subcommy ttee on Studeut Academic Affairs;
R . . . L o —— - - k .
. : . (3) Action by Academic\Polf€y, including recom-
‘ mendation concerning ¢ase; and
, (4) TFaculty ag ) |
. , Each cas be judged on its own merits.
i )
* ! ,‘!W . ’ .
l . * Suspension of Students \\X\\ ‘
. ' » ) ‘
. ' No'acédemlc work mlssed by suspended students may b made up
at Hollins Cbllege during the period of suspenslon.l Al
y's . . .caused by suSpen51on shall be considered unexcused absenées.

. penalty

Making Up Work

1

‘ If a student be suspehded for félatively short time, she
should consult her instructor with! ard fo his estimate .0of her
chances of passing the course with the misfed work valued at.zero.
.Should thesinstructor advise that, in his judgment the course can-

N K riot be passed, and she cohcurs, she falls finder rule #2., Should

/;///7? : ' - _\ she wish to work on the course against the Judgment of the in- -

/o . 7" - structor, she will be treated. as any other student, but with the
K missed work vaglued as zero, and the establ shed evaluati of the

remaining papers, qulzzes, and other work omﬁhted for her on- " the

same basrs as ‘for the othey students. e
- ) s N v o
(The faculty voted .to" present a resolutlon to Honor Court
that Hollins College considets matters of temporary §uspen51on-
.- . contrary to the best interest of academic advangement and. that.
@ . Honor Court abandon such a practlce ) . . . N
. 1 , . . [ s \\\ '
& ‘\"
4 . ) ) 4 vty
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Aruitoxt provided by Eic:

anomplete Work .

.+ A student musf//gke arrangements with her instructor and the
‘Dean for the removal of a short term Incomplete. In effect,there .
iiﬁhﬁ/difference between the procedures of finishing short term
Incompletes and Incompletes during the two long terms.

Failure
¥

A student who fails her. short term will be placed on academic
probation for the following 12-week term. Her short term failure.
must be made up by the first day of class of the following September.
‘ . e . .

Summer Short Term Work

<t

'All short term work 85 normally déne during the scheduled short,
term. A student may for academlcally compelllng reasons petition

the Academic POlle Committee to, be 'allowed to do a short term topic. N

0

“during the summer = . d
S L

@ Freshmen Short~Term'Work'

AN Freshmen are requ1red to conduct thelr short term pﬁbjects on
campus or as a part ‘of Héllins faculty d1rected off-campus group
program. Only the Short Term Commlttee may.waive this requirement
in a specific case. N ) _ )

v . N

.

Topics < . . ) . .

Short term topics 'must be chosen in consultatlon with maJor
adVLSers :

BN
®

Collogulum - L,

L]

- The Committee on Colloqulum and Short Term approves the collo-
qula and colloquia descrlptlons in the Catalogue. S

¥
i

If substantlally fhe same colloqulum is offered more than twice
_within any four year period, approval of the faculty must be secured
as in the case of apy’ new course. ‘

-
°

L

o prYs 8 o . - g
. - Field Trips @ ' -

Approval ) : ’ L ]
- ' . . [ . ° .
~ * .

The Dean must approve any field trip, whetherEakén by a class
or by an organization, which causes students to be absent from
classes. "An instructor sponsoring such a trip must announce the

3 o . . : .

-

»

>
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Aruitoxt provided by Eic:

I Ia) -
and fill out and submlt to the, Dean

date to the group concerned,
‘at 1east\ten

the field trip form available in the Dean's Office,

days in advance of the trip. : . o -

Students do not need permission'from each of their instructors
in order to attend approved field trips, nor de instructors need
permission of other instructors in order to take students on ap-
proved trips. However, students are ‘expected to ih{\rm their
instructors when they will be absent on field trips When per-
mission is needed to change laboratory sections or similar engage-
ments, students shall see the appropriate instructors
week in advance of going on the-trip. As many of the

at least one
trips
ds possible should be scheduled for vacation periods.: - v

. v - X §
The Associate Dean’ for Student“ACademrc Affairs will post a |
notice on the bulletin board in front of Main Building giving for

~each compulsory field trip the dates and hours of departure ard.
’ ret Ln and the names of students who are to partic1pate.

- aN

Types of F1e1d Trips

- @ . -

(1) _Those that are d1rect1y related te“the work of a
given class. p
(2) Those that areBrelated 40 clags work and also :
involve active participation by the students
. (e.g., trips to forums. conferences, sports
days and concerts). - /
(3) . Those which are-not directly related to class

work but in which students activgly participate,
as a public service (e,g., trips by the choir,
choral club and dance group to appear on pro-

. grams of colleges, and radio and t levision

statlons)

ny student to be
labaratory. No stu-

ip which jyill necessitate
her absence from class in a sin more than .twice in a
semestet. '
Costs of Field Trips o ' -l
M v

volved. However, some academic departments have a small budget
fot transportation on field trips. Such costs should be kept to
a minimum. A small sum of special scholarship money j
for students unable to meet these costs. v




T College Exchange

’J>‘~ . «iCredlt ' . ' B
P ) ) . ~.
' dL t>\A full program at the host 1nsthtut10n “is recognlzed as a fu11
program at the home 1nst1tut10n EVPJ if the credits or courses in-
r

volved are less or more than might dinarily be the case at the
* -home institution. b

Grading ' ’ S

. . C ”
WN\\\:> : Grades glven by the host institution are accepted and recorded
N . at the home institution at their face value. On the permanent re-
cdord such work is preceded by a statement indicating that the work

was taken at another college under the exchange program. Pass/
fail ogtions apply only if the home institution recognizes them,

7

- . Academic Regulations,

' The academio rules and regulations of the host institution
t ' . shall ordinarily apply to a student studyihg under, this program.

Ny

7 - CQourse Approval ' . o
A e .
| ’ . . ’
. : . A student's program must be approved by the home institution,
. ) and no changes in that program may be made without the home insti-
tution's approval., The host institution, by accepting the student
assures the student enrollment in the coursés in his approved

program, o, L

Students on this exchange program are conéidered fully en-
rolled at their home institution and may not be counted as. part
of the student body of the host 1nst1tut10n.

w0 s |

PAruntext provided by enic [ ' -

.,
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» Section H
i & "y

K ' FACILITIES AND SERVICES FOR FACULTY

""3,-' .

College Housing - . \

The College has limited housing ayailabl rt campus for
renfal by faculty members. It is undeNgtood that those whp occupy
campus housing do so at the conveniencévof the College. Campus
1ife is enriched and enlivened by the presence of faculty members
and their families, who are expected to tontribute both to the
educational program and the general life of the College, Applica-
tion for campus housing should be made to the Assistant to the
President. Those who rent are expected t0 abide by the "Terms of

Agreement for College Housing" to be signed before moving in.
s ‘ . B . .

Maintenance ' .t . \\
—————— .

The College supplies general malnbehance, repairs and replace-
ments which arise from nermal use of college property and equipmernt. ¥
All requests for mainfenance service must ‘be made in writing on
service request forms available in elthet the Bu51ngss Office or
the Post Office lobby:, + 8

- . - N

Athletic Fap111t1es for Faculty Use

The College gymnasium, indoor sw1mm1ng pool and tennis courts
are open to faculty at specified times throughout the academic year
and during the summer. Faculty should consult the chairman of. the
Department of Health and -Physical Education for the specific times
and regulations regarding these facilities., The outdoor swimming
pool, located at the Hollins Céllegé‘Apartments, is-qpen from earlX
May through September. A nomingk. fee of $10 for an individual,
$15 per couple, and $20 for a famlly,,ls charged to cover costs of
cleaning, maintenance and replacing equipment. This should be paid
to the Business Office. ] \ - .

Golf and bowling are available to faculty members off-campus
at the Ole Monterey Golf Club and at the North 11 Bowling Lanes.
See the Chairman of the Department of Health and Physical Education
{or locations and fees at these facjlities. :

\

Secretarial Services

Divisipnal Secretaries

Ea academic division is assigned secretarial assistance to

o n . B}
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e

‘type examinations, course materizl, departmental corregpondence,
~and do other such college business. = Each department chairman
determines the ways in which the time allotted to his department
will be used. SN , :

: ¥ ' .
Secretarial Serwices Office
. . I

' <

This staff ig available for preparing materials relating to
official college/business and class work. When time and facilities
permit, it wil} also assist faculty members in the preparation of
scholarly or grofessional work, and work arising from situations in
which faculfy members are officers of professional or learned soci-
eties. However, college business always has priority. The office
does not undertake personal secretarlal services although the
.ssgfgiapies may be willing to do such work outside office hours.

Faculty departments and administrative offices which have

" secretaries on their staffs are requested to type all material to

be presented to the Secretarial Services Office -- offset masters,
duplicator masters, forms, etc- Material to be typed by Secretarial
Services should be submitted in legible form (preferdbly typed)

one week before the date on which it is required,

Iy . .

Each administrative office and each faculty departmental and
divisional office is assigned a member of the Secretarial Services
staff to perform back-up secretarial functions for the regularly
assigned secretaries. They work directly with the staff of their
assigned officesand departments, Wherever possible secretarial
work should be channeled through the faculty department secrétary,
who will transmit it to her Secretarial Services counterpart.

Here are the assignments:

Mrs. Blanche Buterbaugh - Offices of the President, the Asgistant
to the President, the Dean, the Associate
Deans, the Registrar, the Admission
Director; the Financial Aid Director
and the Scierice Division.

'

Mrs. Louise Lively =~ - Offices of the Chaplain, the-cCollege
Physician, the Humanities except the
Classics and Philosophy and Religion,
the Fine -Arts Division, Hollins Abroad
and Modern Languages, the Library,
Physical Education, the Symposium, the
Critic and the Irish Studies Newsletter.

Mrs. Barbara Meador - The Social Sciences Division, Classics,
' Philosophy and Religion, Development,
Alumnae Relations, Information & Public-
ations, Mailing Services, Treasurer's

H-2




Office, Business Office, Cashier's
. Office, Buildings and Grounds, and
. the Bookshup.

Dictation by faculty members on dictabelts will be transcribed
by Secretarial Services as soon as possible after presentation.
Correspondence will have priority over manuscripts, articles, etc.

Duplicator master sheets (purple) should be submitted typed H
three days in advance of the date required. Offset masters (black)-
should be submitted typed at least one week in advance of the date
required. . ' _ . ¥ N

A work form; available in the Secretarial Services Office,
must be submitted with each work order. Letterheads, forms and

"cards are usually printed during the summer months. .Orders for

this type of work are taken in March.

Duplicating Machines

I s

Xerox Machines

There are .two Xerox machines in the Secpetarial Services
Office: . ’ . s

2400 - for one to four copies.
3600 ~ for five or more copies.

Cost - 5¢ each for first three €opies of any single item.
3¢ each for copies four through ten.
l¢ each for copies eleven and above.

Work is charged to the appropriate departmental.or personal
account. :

-Ditto Machine

3

A ditto machine is available at all times in Bradley Hall.

Photo-copy Machines

Library basement - a coin-operated photo-copier at 10¢ each
copy.
Mail Room - Available to faculty only at 5¢ a copy.

Student Assistants

. Departmental chairmen, and fhe Director of Student Aid and

!,
Career Planning hantle requests\ for gent assistants, and faculty
should discuss their\needs for assistancd with their departmental

chairman. . -




\

Scholarship students are gl&en preference for on-campus JObS.
However, when & special skill or & y is required, it is possi-

" ble to employ a studen't who does not have demonstrated financial

A

need. Additional Federal Work-Study funds make possible employment
of a few students during vacation periods for an eight-hour day,.’
five-day work week, as well as ten hours per week .during the regular
college year. .A student will not be paid for more than ten hours
per week (roughly forty hours per month) when college is in session
without specific and advance approval from the Directar of Student

Aid and Career Planning. \

Employment sheets are sent.to the faculty or staff dlre, or
and to the supervisor (the department or divisional secretary ,
authorized to sign the work record). Each secretary is responsible
f maintaining the record of work done by ‘students in her division
or departmen The hours worked are reported on a daily basis to
her'and at thé end of the month she totals all hours and amounts
earned. - On tHe morning of the lst of each month she turns in the
or1g1nal and one copy of the work form to the Director of Student

Aid and Career Planning who reviews and approves each one, and

submits them to the Business Office for payment. The Directore:. ‘ 0,

retains the copy and passes the original on- ‘to the Business Office
as authorization to pay. The secretary retains one copy for her
file to maintain a continuing record of expenditures under the
departmental project student work budget.

»

For the first' term of the academic year, the pay rates vary
from $1.45 to $1.60 per hour for students paid on an hourly basis.

As of February 1, 1971, the base rate will be raised to $1.60, per Ce

hour. Students must register in the Student Aid Office before
employment in order to receive payment from the Business Office..

€

hd T
ot

) Mail S'ervice‘ y""'""“""""""""""""“"*.

- A branch United States Post Office is located-on the ground
floor of Botetourt Hall. Outgoing official college mail should
be dispatched through the Mail Room in the basement of Main
Building. The Mail Room postage meter seals envelopes automati-.
cally, a service available tg faculty maklng official mailings.

Mall leaves the campus at 11 a.m. 3 p-m. and 5 p.m. dally,
Monday through Friday. Mail to be metered inethe Mail Room must
be deposited there by 10:40 a.m., 2:10 p.m. and 4:40 p.m. Unless
mail is received before 4:40 p.m., posting on the same day cannot
be guaranteed. Since the College Post Office closes at 3 p.m.,
large mailings which are to be metered. shOuld be. deposited in the
mall room not later than 2: 40 .

Official mailings of over two hundred items may be sent out
under the College's bulk.rate permit at a considerable saving.
Such mailings should be scheduled in advance with the Mail Room

19
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staff and delivered to them early in the day. 1In large mailings,
foreign and air mail should be separated and designated as such.

Registered, certified amnd insured mail can be metered for.
postage, but must first be taken to the Post Office for an offigial
receipt. Faculty are requested not to have their mail forwarded
to them through the Mail Room unless they ‘are willing to be charged
standard rates. The College does not pay for this service.

The Mail Room provides slots for the receipt of different
classes of mail, Tt will spéed the mail if faculty members will
sort their outgoing mail according to the established classifi-
‘cations.

On-campus mail, addressed by name and department,.is distri-
buted in the departmental boxes in the front of the Post Office
lobby. Since most official college mail is sent by this means,
it is important that faculty members check their departmental
boxés daily. If campus mail deposited in the Mail Room is to be
metered, this should be designated. Otherwise, it will be sent
through the regular campus mail procedure. Co

On-campus mail for students may be deposited in a letter box
. for dormitory mail located at the rear of the Post Office lobby.

- Such mail should be addressed by name and dormitory room number.
Mail deposited before 5 p.m. will be delivered to the dormitories
by dinnertime. ‘

»

»
“

. Medical ServiEes and Infirmary

The Infirmary is in the charge of the Cdllege doctor and reg-
istered nurses. The doctor holds office hours, on weekdays‘for
students and is available to students for emergenc1es at other
hours.

" Because of limitations of space and staff, faculty members or
other employees of the College cannot be cared for except in emer-
gencies. The nurses during regular offiée hours will see any
faculty membér who wishes to consult briefly, and will prescribe
for minor difficulties such as c8lds. Names of Roanoke doctors
are available in‘the Infirmary/for patients for whantreatment by
a doctor is considered advisable. :

The Infirmary will administer most injections necessary for
travel abroad. Arrangements should be made for this during the
physician's regular office hours. The charge for each immuni-
zation will depend on the cost og/the material used.

Each member of the Facu1t§ and Staff is requested to have on

record in the Infirmary either a|negative tuberculin test or a
negative chest X-ray examination|no less than three years old.

| | 50
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Package Delivery : :

Roanoke retail stores and’United Parcel deliver packages to

the Laundromat located behind West Building. Railway Express .

delivers to the landing behind the Post Office. Faculty members
receiv1ng packages will be not1fied by inter-office mail, and may

fplck up packages between 8:30 a. *m. and 5 p.m. weekdays.

Publicity and Publications

The -Office of Information and Publications, located in the
basement of Main Building, maintains an up-to-date file of faculty
biographies and pictures for publicity use, and the News Director
will assift faculty members with projects which require publicity.
Faculty members should keep the office informed of their publica-
tions, speeches and other newsworthy activities. The Director of
Information and Publications, or the Pub11cat10ns Assistant, will

" assist faculty members in producing posters, flyers or other pub-

lications; all College publications are coordinated in this office.

.
N

\
Discount Purchasing

The Business Office Has made arrangements with several local
stores and suppliers to obtain discounts on purchases of certain
household furnishings and automobile accessories. Details may be

obtained from the Business Office.

> v College Automdbilé' ‘

The College owns an automobile for college business use only.
The vehicle should be reserved for use ahead of time' in the Business
Office which will make a chatge of 9 cents per mile against depart-
mental budgets. . : ’ N




K ' : Section I

‘MISCELLANEOUS

' v ) y ' . Monthly Calendar

\i> - ' N At the end of each month the Coordinator of Special Events
‘ distributes a printed calendar of all scheduled extracurricular
. : activities for the coming month. As this calendar goes to press
o “ some%bat earlier, it is necessary that plans be-final by the 15th
of the month preceding the month in which the event is scheduled.

‘

Extracurricular Events and Speakers
'\12‘J B .

Faculty or studéﬁtﬁgwho wish to schedule events should con-
sult. the College~ca1endaf\h99k in the office of the Coordinator
of Special’ﬁ&ents and make gbplication for time and space on
printed forms available thére. “Eygnts may be entered in the cal- ‘ .
endar book only by the Coordinator~and.only after they have been
/donsideréd and approved by the Dean of the College-and the Joint
Committee. on the Exfracurriculum, a committee composed of repre-
- gsentatiVves from the student body, the faculty and the administra-
tion, set up to supervise and -allocate times and spaces for B
. extracurricularactivities. When events conflict, the Committee
decides the issue or makes recemmendations to the President for a
", decision. In cases where groups are to arrive by bus or in autor
‘mobiles in sufficient number to raise parking problems, the Busi-
ness Office should be notified.

Principal meeting rooms and their seating capacities_are
listed below: ’

. . Seating .

. . Space . Capacity Notes .
L Little Theatre ’ 800 See the Chairman of the .
' *  Dept. of Drama and Dance
' Babcock Auditorium 200 . '
' Bradley. Hall , 200 o
Senior Assembly, Chapel 100 See the Chaplain
_Chapel Social Room - 25 See the Chaplain-Maximum 60
Chapel Seminar Room 12 See the Chaplain
Meditation Chapel 50 See the Chaplain
Library, McVitty Room 25 $ee the Librarian
Library, Board Room . 22 . See the Librarian
" : Main 106 15 See Director of Admission

Dormitory Living Roopms: ’ ' '
= . :

Main Drawing Room ~, - =°, 60 Maximum 125

West Building ' 35 plus floor

8
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Randolph Hall .20 - plus floor

East Building ’ 20 ‘ plus4£;

Turner. Hall oo 15ee s up¥EE £100Y

Carvin House mw~‘“;fﬂi 12 plus floor ’
Sandusky ' 8 . plus floor

Tinker House Oval Room 25 - plus floor -

v - Guest Suite
A guest suite is maintained on campus for visitors to the
College. Reservations for the use of this apartment should be
made in the office of the Coordinator of Special Events, There is
no charge for guésts of the College; a fee of $10 per night is made
for persdpal guests,

§
\ i
\

Bookshop
' The Bookshop is located in the basement of Botetourt Hall
across from the Post Office. Faculty . members receive "a 20% dis-
. coufit on Bookshop items and a 107 discojint on textbooks. Each
. semester, letters and,&extbook order forms are sent to all faculty
_requesting orders fof the following teyms. To be assured of re-
ceiving textbooks in time for classes, |/faculty are requested to
return their orders by the deadline stated in the letter.

The Bookshop can supply rental pé;alié necessary for the three
required convocations of the year, if notified early. New faculty
are asked to place their requests with the Bookshop immediately
upon appointment, ] -

@ =

* Library

_ The colleétion of the Fishburn Library number some 115,000
books and bound periodicals,  spoken records, and microfilm. It is
.a selective depository for U.S. Government publications, receiving
automatically some 500 different publications of the various federal
departments and agencies. The facilities of the Library, including
interlibrary loan- are, of course, available to' faculty members,

. While n®specific due dates are assigned to materials charged
out by faculty members, it is expected that they will return them
as 'soon as they have served the purpose for which they were borrowed.
The Library reserves the right to recall materials charged to members
,of the faculty after a reasonable period of time and upon need of
other faculty members or students, and will generally make an annual
recall of all materials. that have been charged to the same teacher .
for a year or more. Any faculty member leaving the campus for an
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*

v

extended period’of time should return all materials borrowed from
the Library before leaving. .
A T - ’

LIKWhen\it is aﬁgicipated that specifie readings in library books
\ be assigned to a group of students, the .books econtaining these
readings should be placed on reserve -in the Library. This will
limit their use by individual students to two hour periods or over-
night, and insure that .all will have a chance to complete the
assignments,” Lists of reserve books should, if possible, be sub-
mitted to the Circulation Department at least two weeks before the
beginning of the.semester in-which use is anticipated. Care should .
be taken not toﬂmake assignments requiring the use of materlals the -

. ¢ Library does ‘not *have, and to make provision for multiple copies of

N materigls Wthh will be used by large numbers of students.

Book orderlng procedures and the allocation of budgeted funds
for library book purchases'vary from department to department. Any
faculty member should, however, feel free to suggest the purchase
of any materials which would strengthen the collection. '

.
Dining Room

Guests of the College are given dining pr1v1leges in the Dining
Room. Tickets for their meals may be secured from the Coordinator
of Special Events. Faculty members may purchase meal tickets at the
Cashier's Office in the basement of the Administration Building.

Automobile Registration

Faculty members should register their cars with the Security
Office where they will receive Hollins parklng permit stickers, to
be affixed to the rear bumper for easy identification by campus
security officers in their enforcement of reserved parking areas
for faculty.

v
X

L)

« Faculty Newsletter

The Fapulty'Newsletter is published and distributed each
Thursday to members of the faculty by the Office of the Dean of the
College. Items should be ‘limited to one typewritten page in length,
and left in the Dean's office by noon on Thursday. Longer items can
be duplicated elsewhere and attached to the Newsletter

4
A}

Convocations /\\

The opening of the College, Founder's D;&\aﬁd Commencemelit are
. \\
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. . Offices and Hours? -~ . . :
. < g . B . .
: . Beauty Shop: . .+ Mon. -- Fri.~ 8:30 am. to 5:00 w’éh “
, Tt _ - . - Sat. - 900 a.m., to 12:00 inddn .
s ‘Bookshop: ' . Mon. -- Fri. 8\ 30 a.m. to 4:00 p.m.
4 "¢ Associate Dean . - " Mon, ' -- Fri. 8: 30 a.m. to 12:00° noon
-t ' fgr Student Life: . ‘ Lo 1:00 p.m., to 5:00 p.m. -
N . * Dining Room: * . Mon. -- Fri. a 7:30 a.m. to 9:15 &.m.
"y ‘o L : ) ©11:30 a.m. to.l:15 p.m.
- : . ' ey 5:00 p.m. ‘to 6:30 ‘p.m.
. o : . 4 - L ,S‘a”t.. -2 'Sun. 8:00 a.m. to 9:00 a.m,
% - < o 11:30 a.m. to 1:15 p.m.
! ' o . 5:00 p.m., to 6:30 p.m. _
Fishburn Library: ' 8:00 a.m. to 11:00 p.m.
' Ty 8:30 a.m. to 11:00 p
i , . ' _ ' 9:00 a.m. to ”11:Q‘ J
. ‘ Hollins College * * . Window: . o 4 —" - .
~ - =Post Office: . Mon. -- Fri. ., 9:00 a.m.-to 3:00 p.m. -
’ ‘ o | Sat. . : 10:00 a.m. to 12:00 noon °
‘ : LA ' Mail Collected: ? : ~
) ™ . Mon. --.Fri. * 6:15; 8:15; 11:30 a.m.
o w v ) ) , - 3:30; 5:00; 8:30 p.m. -
. . s Sun. & Holidays ~ 3:00 p.m.
. . ¢ L. '
) ~ Infirmary: : _ Mon. -- Fri. 8300 a,m. to 8:00 p.m. °
- y . . . : Sat. 9:00 a.m. to 5:00 p.m.
‘. R ) ~ 'Sun. 10;00 a.m.. to 2:00 p.m.
. ’ 6:00 p.m. to 8:00-p.m.
" .College Physician: ° Mon. - Fri. \5\\ 9:00 a.m. to 12:30 p.m.
. o - N . : N\
'Laundromat\ ) Daily . 8: 3«0 a.m. to 1:00 a.m.
“ P . N \ » ‘* ’«-:. v L. \
. /“»ﬂ o "" :Ia Presser Hall: = "~ . Daily :0Q a.m. to 11:00 p.m: .
/ . B . Sl : .
R N L
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Aruntoxt provided by Eic:

.y Snack Bar: h .

"_ " Counter Service:
Machine Service:
b
Social Rooms: "
Student Activities'Qffice:

-Switchboard:

»
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Mon. ~- Fri.

Sat.
Daily

Daily

Daily

Daily

11:30 a.m,
12:00 noon
7:00 a.m.

7:00Mé.m.

Q:OOMa.m.

7:30 a.m.

-

4

to{7:00‘p.m.
to 2:30 p.m.
to 1:00 a.m.

to‘l:OO a.m,

»

to. 10:00 p.m,

to 11:30 p.m.
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' ‘b"Safety Motor Irangit - City Bus ‘
_LeaVes»RoaﬁoRe o ‘ "Leaves Hollins
for Hollins S for Roanoke. , i
Campbgii Ave. aﬁ%\‘ ; P " From duPont »
Miller & Rhoads ’ . .° ' Chapel Lot -
Monday through Saturday -'§o Sunday Service
- %6:30a.m: > T . 77:05 a.m.
8:30 a.m. o 9:10 a.m.
12:30 p.m 1:05'p.m. & "
2:30 p.m . 3:05 p.m. -
4:00 p.m. 4:35 p.m. !
5:20 p.m. . 5:55 pom. - - _
*Does not come onto gollege grourids - stops at Entrance Gate,
Greyhoﬁnd Bus - ’ - i ' . X///’/ o :
. ' ‘ . g - ‘ N
Leaves Roanoke , - Leaves Hollins (A1l Greyhound buses
for Hollins " ~ ,_for Roanoke , ‘must .be-boarded at
o . . ' _ highway stop in
44 Bullitt Avenue, 'S. E, * front of College) ~
6:45-a.m. - » g , 6:45 a.m. 4
N\ 10:00 a.m. ' ) 10:15 a.m, > ,
A . . . ' > . .
v 12:00. a.m: - : : - ) :
B N Al - ~ "” Id "' S ) .
4:45 p.m, . ?A_ : 2:40 p.m. ) e,
(/f‘5:15 p.m. | ?\\ © 0 4:25 pom.. . e
. . 7:05 p.m. 7:20 p.m. : .
9:15 p.m ‘ . - _
Leaves Hollins for Lexington, Stauntén; Harrisbprg, Washiﬁgton
¢ .' ‘ AN 3]
7705 a.m. ' e
2:20 p.m. w
v<5:00 p.m. ’ N -
" 7:20 p.m. )
9:35 p.m. _ S . : -
- . l : . . . !
Leaves @pllips for Clifton Forge, Covington \:;/ B
..~ 10:20 a.m,
- 5:35 p.m.
RN . ; ,
2. t ] . - § .
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t i ) | °
Absence from class p. D-2, p. G-3 ‘ , ,
, ; Absence, leave of p. E-l ' ‘ " ’ :
AcadeTic freedom p. A-1 ’ A @ "
Academic Policy Cdmmittee p. B- -2 N N
. ~ Academic probation p. G-12 ° :
. ) Accident insurance p. F-4 .
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